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I. BUREAU DIRECTIVE: The Probation and Parole Bureau to retain and destroy adult records
according to applicable federal laws, Montana statutes, Administrative Rules of Montana and State of
Montana records regulations.

Il. AUTHORITY:
53-1-203, MCA. Powers and Duties of Department of Corrections
DOC 1.5.8 Offender Records Retention and Destruction

2-6-201 through 2-6-213, and 2-15-1013, MCA. Public Records Management Act
M.O.M., Volume 1, Chapter 1-0800

I11. DEFINITIONS:

Inactive Offender Record means a record on an offender who is no longer under the supervision of
Adult Parole and Probation or Interstate Compact.

Electronic Offender Record means a record that is stored in a computer, floppy disk, or other
electronic medium.

Printed Offender Record means a paper record that comprises the offender file.

Destruction means the act of incinerating or shredding printed records and deleting electronic records
in a manner that renders the records permanently irretrievable.

IV. PROCEDURES:

A. Adult Inactive Offender Record Retention
The Probation and Parole Office in the original sentencing jurisdiction shall retain offender
records for five years after the offender has completed his/her sentence. This includes deferred
offender records.

B. Records Storage
Records shall be stored in locked file cabinets or locked storage rooms that can only be accessed
by authorized employees. Electronic records shall be archived and stored in a manner that
ensures electronic access is limited to the positions identified as having access to the printed
records.

These records shall be available to authorized positions or employees as follows:

e  Community Corrections Division Administrators
e Probation and Parole Bureau Chief
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e Regional Administrators/POII’S
e  Adult Probation and Parole Officers
e  Administrative Support

D. Inactive Offender Record Destruction
Records, including deferred offender files, may be destroyed five years after termination or
discharge from Bureau supervision. Records destruction shall be permanent and accomplished
under direct supervision. Regions may contract to have destruction accomplished or may choose
to destroy them within the region. If the region destroys the files, a witness will be present.

E. Records Retention and Destruction Designee
Administrative Support shall be assigned the responsibility of records retention and destruction.

F. Medical Records
Adult offender medical records that are obtained in the course of probation and parole supervision
shall be retained in the same manner as other documents in the field file. Adult offender medical
records that are part of incarceration in a state run or contracted correctional facility shall be
retained five years and should be kept separate from the offender record at least until the record is
considered inactive.

H. Records Management Bureau Approval To Destroy Records
A Records Disposal Request form (RM 5) must be completed and sent to the Secretary of State,
Records Management Bureau to get approval to destroy any record other than offender case files
that are covered under a signed blanket record destruction approval that was approved in October
of 2000. This must be done whether or not the record is on the Records Management Bureau
Retention Schedule.

V. CLOSING: Questions concerning this procedure shall be directed to the Regional Administrator or
designee.

Attachments:
P&P Records Disposal Authorization
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